State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Materials and Stores Specialist 0680-1506-006 50000803 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant BSO/PS/Material Management
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R12
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Angela Harris Business Services Officer | (Supervisor)
APPROVED BY (Personnel Analyst's Name) DATE
SCM 7/26/12
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under the direction of the Business Service Officer | (Supervisor) in the Materials Management Unit
(MMU) of Purchasing Services, the incumbent is responsible for staffing the supply rooms located
at DWR Headquarter's building (1416 9th Street) and the Joint Operations Center (JOC at 3310 El
Camino Avenue) and performing a variety of warehouse functions. Those functions include, but
are not limited to, receiving, storing, and issuing goods; inventory control of commodities and
Information Technology goods; and special emphasis on managing all Public Affairs Office (PAO);
Records and Content Management (RCM); and Printing, Imaging, and Mail Services (PIMS)
materials at the Central Warehouse (1730 14th Street) or the Printing Production Warehouse (1400
Enterprise Blvd.)
ESSENTIAL FUNCTIONS
This position requires the Materials and Stores Specialist to work cooperatively with all levels of
DWR staff. The incumbent will receive daily assignments from the Business Services Officer |
(Supervisor) or acting supervisor. Basic computer knowledge and skills are required. The
incumbent must exercise good judgment, maintain regular, consistent, predictable attendance, and
possess integrity and dependability. The specific essential duties are:
Report daily to the MMU's Central Warehouse, and receive staffing assignments for the
45% Headquarter's building or JOC supply rooms for 4-5 hour shifts per day. Distribute commodities
and IT goods during daily transportation runs to various DWR Sacramento office locations from the
Central Warehouse. Distribute office and computer supplies and also goods received on purchase
orders to the proper requisitioners. Provide courteous service to all customers; respond to
questions about stocked items and non-stocked goods received on purchase orders,
discrepancies, and the processing of reservations. Maintain a supply log for all outgoing purchase
orders and a balanced stock level of supplies for the supply rooms. Maintain supply rooms in
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Angela Harris >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Materials and Stores Specialist 0680-1506-006 50000803 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

BSO/PS/Material Management

Percent of
Time

Activity

35%

10%

10%

organized and clean state. May require driving a vehicle on public roadways and other powered
and non-powered material handling equipment, such as a forklift, to complete the above tasks.

Process goods receipts, post transfers between storage locations, and complete goods issues on
all stock items in accordance with MMU policies and procedures utilizing SAP inventory
management software. (The Department uses the SAP enterprise system that electronically
integrates all areas of the organization such as financial affairs, human resources, procurement,
warehousing, and inventory management.) Inspect incoming supplies and equipment for damage
and compliance with requirements of purchasing and shipping documents to insure commodities
and/or materials are received as ordered so the Accounting Office can process vendor payments
promptly. Prepare and process all reservations including those for PAO, RCM, and PIMS. Respond
promptly to inquiries regarding outstanding orders, invoices, or problems requiring coordination
and follow-up with Headquarter's Purchasing Group buyers, Accounts Payable staff, vendors, and
requisitioners. Ensure that all new assets and sensitive items are property tagged and that the
DWR 160 form is properly completed and forwarded to the Facilities Management Branch's
Property Unit.

Assist other MMU staff in maintaining inventory accountability, warehousing, and delivery of items
and materials for the PAO, RCM, and PIMS, including the warehouse in West Sacramento. Conduct
periodic inventories of the supply rooms and the warehouses, as well as occasionally other DWR
warehouse locations statewide, in accordance with the Material Management Unit's policy and
procedures.

Assist other MMU staff in maintaining all warehouse equipment (powered and non-powered) to
insure it is properly charged, maintained, and ready for operation as needed. Maintain MMU
vehicles; e. g., keep them fueled daily and serviced for transportation operation which may require
driving a vehicle on public roadways. Maintain warehouse floors and storage areas in a clean and
orderly condition for a safe working environment. Assist the Business Service Assistant with
preparing purchase requisitions to order stock items (office supplies and other commodities) to
replenishment stock. Assist with assembly of furniture and other equipment as required.

KNOWLEDGE, SKILLS, AND ABILITIES

Ability to understand, learn, and proficiently use electronic data processing systems; e. g.,
Microsoft Office and SAP Inventory Management software. Ability to read and write English;
perform heavy physical labor; operate motorized material handling equipment; estimate possible
future demands of various supplies based upon past needs; work independently; work and
communicate effectively; keep accurate records and prepare reports of work completed; and
analyze situations accurately and take effective action.

Knowledge of modern warehousing methods and practices, including the keeping of receiving,
shipping, and inventory records is required.

DWR 525 (Rev. 1/09) Page 2 of 3




JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Materials and Stores Specialist 0680-1506-006 50000803 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant BSO/PS/Material Management

Pe_rl_ci:r%rét of Activity

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or PAO during Governor declared emergencies,
flood, dam, State Water Project, and other incidents and emergencies. Additionally, this position
may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.

SPECIAL REQUIREMENTS

Must be able to move up to 80 pounds and move and lift furniture, equipment, cans, printed
materials, supplies, and boxes when operating within a warehouse and delivery environment. A
valid California Class C diver's license is required. A Forklift Operator training certificate is
required for daily forklift operation.

May be required to work overtime at certain times of the year. Periodic statewide travel to conduct
training or attend meetings may also be required.

DWR 525 (Rev. 1/09) Page 3 of 3




	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R12
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Angela Harris
	SUPERVISOR'S CLASS: Business Services Officer I (Supervisor)
	personnel analyst: SCM
	personnel date: 7/26/12
	PERCENT OF TIME: 




















45%
	activity: POSITION SUMMARY

Under the direction of the Business Service Officer I (Supervisor) in the Materials Management Unit (MMU) of Purchasing Services, the incumbent is responsible for staffing the supply rooms located at DWR Headquarter's building (1416 9th Street) and the Joint Operations Center (JOC at 3310 El Camino Avenue) and performing a variety of warehouse functions.  Those functions include, but are not limited to, receiving, storing, and issuing goods; inventory control of commodities and Information Technology goods; and special emphasis on managing all Public Affairs Office (PAO); Records and Content Management (RCM); and Printing, Imaging, and Mail Services (PIMS) materials at the Central Warehouse (1730 14th Street) or the Printing Production Warehouse (1400 Enterprise Blvd.)

ESSENTIAL FUNCTIONS

This position requires the Materials and Stores Specialist to work cooperatively with all levels of DWR staff.  The incumbent will receive daily assignments from the Business Services Officer I (Supervisor) or acting supervisor.  Basic computer knowledge and skills are required.  The incumbent must exercise good judgment, maintain regular, consistent, predictable attendance, and possess integrity and dependability.  The specific essential duties are:

Report daily to the MMU's Central Warehouse, and receive staffing assignments for the Headquarter's building or JOC supply rooms for 4-5 hour shifts per day.  Distribute commodities and IT goods during daily transportation runs to various DWR Sacramento office locations from the Central Warehouse.  Distribute office and computer supplies and also goods received on purchase orders to the proper requisitioners.  Provide courteous service to all customers; respond to questions about stocked items and non-stocked goods received on purchase orders, discrepancies, and the processing of reservations.  Maintain a supply log for all outgoing purchase
orders and a balanced stock level of supplies for the supply rooms.  Maintain supply rooms in
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	dwr position number: 0680-1506-006
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	activity2: organized and clean state.   May require driving a vehicle on public roadways and other powered and non-powered material handling equipment, such as a forklift, to complete the above tasks.

Process goods receipts, post transfers between storage locations, and complete goods issues on all stock items in accordance with MMU policies and procedures utilizing SAP inventory management software.  (The Department uses the SAP enterprise system that electronically integrates all areas of the organization such as financial affairs, human resources, procurement, warehousing, and inventory management.)  Inspect incoming supplies and equipment for damage and compliance with requirements of purchasing and shipping documents to insure commodities and/or materials are received as ordered so the Accounting Office can process vendor payments promptly.  Prepare and process all reservations including those for PAO, RCM, and PIMS.  Respond promptly to inquiries regarding outstanding orders, invoices, or problems requiring coordination and follow-up with Headquarter's Purchasing Group buyers, Accounts Payable staff, vendors, and requisitioners.  Ensure that all new assets and sensitive items are property tagged and that the DWR 160 form is properly completed and forwarded to the Facilities Management Branch's Property Unit. 

Assist other MMU staff in maintaining inventory accountability, warehousing, and delivery of items and materials for the PAO, RCM, and PIMS, including the warehouse in West Sacramento.  Conduct periodic inventories of the supply rooms and the warehouses, as well as occasionally other DWR warehouse locations statewide, in accordance with the Material Management Unit's policy and procedures.

Assist other MMU staff in maintaining all warehouse equipment (powered and non-powered) to insure it is properly charged, maintained, and ready for operation as needed. Maintain MMU vehicles; e. g.,  keep them fueled daily and serviced for transportation operation which may require driving a vehicle on public roadways.  Maintain warehouse floors and storage areas in a clean and orderly condition for a safe working environment.  Assist the Business Service Assistant with preparing purchase requisitions to order stock items (office supplies and other commodities) to replenishment stock.  Assist with assembly of furniture and other equipment as required.

KNOWLEDGE, SKILLS, AND ABILITIES

Ability to understand, learn, and proficiently use electronic data processing systems; e. g.,  Microsoft Office and SAP Inventory Management software.  Ability to read and write English; perform heavy physical labor; operate motorized material handling equipment; estimate possible future demands of various supplies based upon past needs; work independently; work and communicate effectively; keep accurate records and prepare reports of work completed; and analyze situations accurately and take effective action.

Knowledge of modern warehousing methods and practices, including the keeping of receiving, shipping, and inventory records is required.
	percent 3: 
	activity3: OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or PAO during Governor declared emergencies, flood, dam, State Water Project, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS 
Must be able to move up to 80 pounds and move and lift furniture, equipment, cans, printed materials, supplies, and boxes when operating within a warehouse and delivery environment.  A valid California Class C diver's license is required.  A Forklift Operator training certificate is required for daily forklift operation.

May be required to work overtime at certain times of the year.  Periodic statewide travel to conduct training or attend meetings may also be required.
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